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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by performng
office functions and handling clerical duties. The work
i nvol ves frequent contacts with the public through acting as
receptionist for the Chief's office. The enployee of this class
mai ntai ns records for the Fire Chief, types records and reports,
and assists with financial nanagenent duties. The Secretary to
the Fire Chief perforns routine duties independently, wth
instruction for special assignnents received from the Fire
Chi ef. The incunbent is responsible directly to the Fire Chief,
who directs and reviews work of this class.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Schedul es appointnments for the Fire Chief as directed, keeps
records of the schedule, and notifies the Fire Chief of
appoi ntnents, neetings, or other schedul ed events. Acts as
receptionist for any visitors to the Chief's office, screens
visitors to determne if their business warrants seeing the
Chief, and directs them to other individuals or offices when
necessary.

Types letters, forns, nmenos, statements, formal reports, or any
ot her docunents assigned by the Fire Chief. Processes outgoing
mail and interdepartnmental correspondence. Replies to any
routi ne correspondence or requests on own initiative follow ng
departnmental procedures or fromoral or witten directions by
the Fire Chief. Conposes business |letters using correct grammar
and punctuati on.

Sets up and naintains a filing system Fil es correspondence,
cards, forms, records, or reports in files where they are
organi zed al phabetically and/or nunerically. Briefly reads or
reviews incomng materials and sorts according to subject
matter. Keeps records on the | ocation of materials renmoved from
files, and to whomnmaterials were rel eased. Mintains roster of
department personnel. Maintains a library or archive of
reference materials for use by departnment personnel.

Enters, |locates, and retrieves informati on or docunents which

are stored in hard copy files, or in the conputer database.
Transcri bes dictation. Operates a word processor or a conputer
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terminal in order to enter or retrieve information fromfiles.
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Copi es conputer data to diskette from conputer's hard drive or
ot her di skettes. Operates a copying machi ne, facsimle machine,
and cal cul ator or conputer software application to assist in
mat hemat i cal conput ati ons.

Recei ves departnment records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures, then processes or files themaccording to departnment
procedures. Enters routine information in departnment records.
Fills out all forms or records required or assigned to this
position.

Conmpil es and organizes data needed for reports, including
reading charts, graphs, and related departnent docunents.
Wites reports requiring the ability to conpose conplete
sentences, to use correct grammar and punctuation, and to
organi ze ideas in a |ogical sequence.

Prepares payroll records. Assists the Chief in the preparation
of the departnmental budget. Orders and distributes supplies and
equi prment . Locates repair services, and arranges for repairs
and mai ntenance of all assigned equi prment.

Answers telephone inquiries about the operation of the
departnment, conducts tours of department facilities, and handl es
any routine requests by visitors to the office.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |listed bel ow nust

be met by the filing deadline for application for admission to
the test.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must present a certificate verifying the ability to type 45
words per mnute (net).

Applicant nust have either: Six (6) nonths clerical experience
i nvol vi ng t he di rect operation of a comput er, or
Vocational / Technical certification, or College degree relating
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to conmputer operation utilizing word processi ng, and/ or dat abase
oper ati ons.
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